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Welcome to the IMLS Webinar on the 
Native American Library Services  

Basic Grant Program 

 

Alison 

Kathy 

Traci 



 
We want to answer the  

following questions today: 

 Part 1— (30-40 minutes) 

• What is the Basic Library Grant? 

• What is the Education/Assessment Option? 

• Who is eligible for the Native American Library Services Basic Grant program? 

• What is the budget for the FY12 Native American Library Services program? 

• How are funds used by Tribes? 

• What changes are there in the Basic Grant program for FY12? 

• When is the application due? 

First Q & A Break 

• Where are the IMLS-required forms for the Basic Grant? 

• How do we fill them out? 

Second Q & A Break 

 

Part 2–(Optional) (15 minutes) 

• Where is the Basic Grant application package on Grants.gov? 

• How do you fill out the SF-424s and attach the IMLS-required documents? 

• Q & A  

 



 

To begin, Traci will provide  

technical instructions for our webinar— 

 

 

 

 

 

After the webinar is over, you can email Traci at trucker@imls.gov to request a 

PDF copy of this PowerPoint presentation. 

 

mailto:trucker@imls.gov


 

 

What is the Basic Library Grant? 
Basic Grants are non-competitive grants that are distributed in equal amounts among eligible 

applicants to support existing library operations and to maintain core library services. 

 

 

What is the supplemental Education/Assessment Option?  
 

The supplemental Education/Assessment Option is also non-competitive and must be requested.  
 

The purposes of the Education/Assessment Option are to provide funding: 
◦ for library staff to attend library-related continuing education courses and training workshops on- or offsite;  

◦ for library staff to attend or give presentations at conferences related to library services;  

◦ and to hire a consultant for an onsite professional library assessment. 

 

 



 
Who is eligible for the  

Native American Library Services  
Basic Grant  Program? 

 
Eligibility 

Indian Tribes, Alaska Native villages, regional corporations, and village corporations are eligible to 

apply for funding under the Native American Library Services grant program.  Referred to as “Tribes.” 

 

Minimum Requirements of Library Service 

At a minimum, a Tribe should be able to document an existing library that meets three basic criteria:  

1. materials available for library users 

2. regularly scheduled hours, and 

3. staff available to help library users access resources 

 

Partnering possibilities: 

Entities such as libraries, schools, tribal colleges, or departments of education are not eligible 

applicants, although they may be involved in the administration of this program and their staff may 

serve as project directors, in partnership with a Tribe.   

 

The assumption in such a partnership is that the tribal community that applies for the grant is directly 

served and that it directly benefits from the grant activities that are carried out by the partner. 

 

 

 

 



What is the budget for the  

FY12 Native American Library Services Program? 

In FY12 

Approximately $3.3 Million available for: 

• Basic Grants of $6,000 

• Basic Grants with Education/Assessment Option of $7,000 ($6,000 Basic and $1,000 

Option); and 

• Remaining funds are allocated to Enhancement Grants 

 

In comparison, in FY11:  

Approximately $3.39 Million distributed between: 

• 30 Basic Grants of $6,000 

• 193 Basic Grants with Education/Assessment Option of $7,000 

• 15 Enhancement Grants with remaining funding for approx. $2 Million 

 



How are Basic Grant funds used by Tribes? 

BASIC GRANT: 
• Library personnel:  

◦ Permanent staff salary and benefits,  

◦ Temporary staff, i.e. Summer Reading Coordinator, staff for evening and weekend hours 

• Materials, supplies, and equipment: 

◦ Collection development—books, electronic resources, subscriptions, software, digital archival material, special collections 

◦ Equipment—computers, wireless equipment, E-Readers, copiers, printers 

◦ Library automation software and equipment; computer software upgrades 

◦ Furnishings like tables, chairs, rugs, circulation desk, shelving, book drop, computer stations (no construction or renovation, 

though) 

◦ Library supplies  

• Services 

◦ Storytellers and other program-related presenters, for i.e. literacy skills, job readiness, health awareness, cultural knowledge, 

visual arts, creative writing workshops, computer training sessions 

◦ Tutors  

◦ Program-related supplies, i.e. Summer Reading, arts & crafts, study skills, college prep, book clubs, intergenerational 

projects 

◦ Internet access 

◦ Technical training and support 

◦ Digitization of local materials, i.e. family photographs, videos, sound recordings 

• Other 

◦ Fees to join a consortium to share resources and databases 

◦ Fees for membership in library-related organizations 

◦ Renewal fees for library automation technical support and upgrades 

 

 

 

 



How do Tribes use the  

Education/Assessment Option? 

 
Since 2005, the Option has provided tribal librarians the opportunity to learn from experts, attend 

library-related conferences and workshops, and interact and network with other tribal librarians and 

library professionals from around the country 

 

Training and Networking opportunities: 

• State library-related conferences, training workshops, certification classes, etc. 

• State library conferences 

• Regional or state-level Tribal librarian gatherings 

• National conferences like the American Library Association (www.ala.org) (and its affiliate American Indian Library 

Association (AILA)), Association of Tribal Archives, Libraries, and Museums (www.atalm.org), Society of American 

Archivists, Computers in Libraries, Public Library Association, etc. 

 

Assessments: 

• Assessments by professional librarians, with written recommendations 

• Technology assessments for replacement and upgrades of equipment and software, with specifications to follow 

 

If funding is not fully spent on an assessment, the remaining amount may be put toward carrying out assessment 

recommendations, i.e. purchasing library materials and equipment. 

 

Please note: If you still have unspent funds in this category toward the end of the grant, contact us to discuss possibilities for using 

those remaining funds for Part A core library expenses. This funding should be fully spent to improve library services to your 

community.  Returned funds are sent back to the U.S. Treasury and are lost to our program. 

 

 



 
Why is IMLS implementing changes in the Basic Grant 

program this year? 

 
• We hope to improve the application process and simplify administration of the grant. 

 

• Last year 223 Tribes received Basic Grant funding out of 566 (at last count) federally-

recognized Tribes and Alaska Native villages (plus Alaska Native village corporations 

and regional corporations under ANCSA) 

 

• We found that 214 Tribes had applied for the Basic Grant 3 or more times in the 

past 5 years, so there is a lot of continuity in this program  

 

• We asked ourselves what IMLS could do to smooth the way for these 200+ Tribes to 

receive the non-competitive Basic Grant every year… 

 



What are the changes in the  

Basic Library Grant Program 

 for FY12? 

 



Biggest change?  

1. From one-year to multi-year project period 

Before 
• One year award period 

 

• Application through Grants.gov 

every year 

 

Now 

• Multi-year project period in one-

year budget increments: 
◦ FY12:  $6,000 or $7,000 

◦ FY13:  $6,000 or $7,000 

◦ FY14:  $6,000 or $7,000 

(Submit only FY12 budget with FY12 

application (not 3 budgets at once) 

• Application through Grants.gov 

every three years 

 



2. New start and end date for award period 

Before 

• October 1-September 30 

• With final report due 90 days after end 

of grant 

Now 

July 1, 2012-June 30, 2015 
[On the Application for Federal Domestic Assistance 

(SF-424s), put these dates as the start and end dates 

for your Basic Grant!] 

 

With interim report and new budget request 

required to receive the next year’s funding 

 

There will be a 3-month overlap between FY11 and FY12: 

• FY11 funding will end Sept. 30, 2012 

• FY12 funding will start on July 1, 2012 



3. Simplified library plan 

Before 

Long-range Plan 

• Extensive Outcome-based plan 

required 

 

Now 

Library Services Plan for 2012-2015 
• 1 to 3 page plan required with: 

◦ Requested amount for each fiscal year 

◦ How IMLS funds will be spent 

 

Questions to consider: 

• What are you focusing on in each fiscal year? 

• Why is it important? 

• How will you carry out your plans successfully? 

• What results do you anticipate? 

 
A sample plan is available on request. 

 



When is the application due? 

Deadline: 
THURSDAY, MARCH 1, 2012, 11:59 P.M.  

ONLY THROUGH GRANTS.GOV 

 
• Don’t wait for the deadline!  There are many ways that the online 

submission process can be delayed.  IMLS does not accept late 

applications. 
 

• If you have technical problems with Grants.gov and think you may have 

difficulty meeting the deadline, contact IMLS right away so we are aware of 

the situation and can monitor your progress. 

 



So, how does this work? 

 

 

What is the timeline? 
 

March 1, 2012—Basic Grant application deadline for Grants.gov submission  

May or June 2012:  Awards announced 

 

Year 1:  July 1, 2012-June 30, 2013 

 

Year 2:  July 1, 2013-June 30, 2014 

 Required for Year 2 funding: Interim report for Year 1 plus Year 2 budget request (Due date TBD) 

 

Year 3:  July 1, 2014-June 30, 2015 

  Required for Year 3 funding: Interim report for Year 2 plus Year 3 budget request (Due date TBD) 

 
Final report due (due date TBD) 

 
Then a new application will be due through Grants.gov on March 1, 2015 for following 3 years. 

 
Please note: If a Tribe doesn’t request Year 2 funding, it will have to begin a new 3-year cycle by 

applying through Grants.gov the following year. 

 

 
 



Funding in FY13 and FY14 

In the three-year award period from July 1, 2012, through June 30, 2015, 

funding for FY13 and FY14 will be made available based on the following 

conditions: 

◦ Availability of funding 

◦ Proof of substantial progress as determined by interim reports 

◦ A new request for funding submitted directly to IMLS that will include a 

budget for the next award period 

◦ Written notice from IMLS to proceed with grant activities 

 



If a Tribe alternates its support of  

different libraries serving their community…. 

If a Tribe applies on behalf of two or more different library entities and alternates their 

support between them, it is still possible to do this under the new three-year project 

period.  The Tribe would simply designate which entity it wishes to support as a part of its 

new budget request each fiscal year.  Remember, it is the Tribe that is the eligible 

applicant and not a particular library. 



What if you don’t apply this year? 

 

You will be able to apply through Grants.gov in the next round, with a deadline of March 

1, 2013.   

 

If you apply this year for a multiyear grant, you will not need to submit another 

application through Grants.gov for the subsequent years of the award. 

 

If you come in next year, the Basic Grant would run for three years from 2013-2016. 



Q & A 

What questions do you have so far?   
 

 

Traci will moderate the Q & A 



Part 2: How do I find the FY12 Basic Grant  

guidelines and application forms? 

 

Web-based guidelines are new this year too! 

 
 

General Program Information: 

http://www.imls.gov/applicants/detail.aspx?GrantId=15 

 

Direct link to FY12 Basic Grant guidelines: 

http://www.imls.gov/applicants/native_american_basic_grant_guidelines.aspx 

 

 



Use these links to move within 

the guideline content sections-- 

or you can scroll down through 

the text but be sure to read ALL 

of the material carefully 



1. First you will want to read the “Program Information” section.   

 

2. Then you are ready to start with the “Preparing and Submitting an 

Application” section that provides instructions on how to complete the 

IMLS-required documents, which are: 

1. Program Information Sheet 

2. Part A—Project Budget for Native American Basic Grant for FY12 ONLY 

3. Part B—Project Budget for Education/Assessment Option (if requested) for FY12 ONLY 

4. Library Services Plan for 2012-2015 

 

3. Don’t forget that the Application for Federal Domestic Assistance (SF-424s) is the other 
required document to complete this application.  It is accessed through the Grants.gov 
website, which we’ll discuss later on. 

 

 

 



Let’s start with the Program Information Sheet 

Links to the forms in fillable PDF and 

Word format are found at the end of 

the instructions on how to fill out the 

Program Information Sheet. We 

recommend you use the Word 

version, if you can’t create PDFs on 

your computer. 



 
REMINDER:  

ALL OF THE REQUIRED DOCUMENTS MUST BE IN PDF FORMAT! 

 • Don’t use the Adobe PDF forms if you don’t have Adobe Professional software.  The information will not be saved 

if you only have the free Adobe Reader software.  Don’t send us blank forms, please. 

 

• If you don’t have Adobe Professional software, we strongly recommend that you use the Word version of the IMLS 

forms.  Fill them out, save them, then make a PDF version of them by using a conversion program, such as  

http://docupub.com/pdfconvert/, which is a free web-based Word-to-PDF converter.  It is quick and easy to use.  

Other possible PDF converters and necessary software for Grants.gov submission can be found at 

http://www.grants.gov/help/download_software.jsp 

http://docupub.com/pdfconvert/
http://www.grants.gov/help/download_software.jsp


Check the 
appropriate box 

This is a consolidated IMLS 
form.  Many sections do 
not apply to the Native 

American Basic Grant. 
Fill out the circled 

items on page 1 



Only No. 3a is applicable on 
page 2: Type in “See Library 
Services Plan” here instead 
of a monetary amount 



7 a through 7j must be 
answered on page 3 



Fill out the Part A Budget Form next—only for FY12  

(not all 3 years) 



Allowable costs? 

Check the Program 

Information section if 

you have questions 

on allowable costs.  If 

you can’t find the 

answer to your 

question, SEND US 

AN EMAIL.  



 
Now you are ready for the Part B—Education/Assessment Option 

budget for FY12 only (if requested) 



  

 

Fill in the Part B budget form if 
you are requesting the $1,000 
Education/Assessment Option. 

TIPS ON FILLING OUT THE PART B BUDGET: 

 
• The more detail you can give us on what continuing education 

or conference opportunities you want to attend, the better.   

 

• Sometimes you may not know exactly what will be available 

during the grant period, so follow the sample budget and 

provide us with a general idea of the type of activity you plan 

to do. 

 

• If you want to have a consultant come in and do a library 

assessment and you know who that person will be, let us 

know under #3. 

 

• Let us know what type of assessment you plan to have done. 

 

• Make sure you have the consultant submit a written report of 

their findings and recommendations to you so you can refer to 

it in the future. It is not required that you send the report to 

IMLS. 



Describe what library services and, if applicable, what 

education/assessment option activities you plan to support using 

IMLS funding during the project period of this grant award, July 1, 

2012-June 30, 2015 (1-3 pages suggested).  

 

Include the amount of funding requested for FY12, FY13, and 

FY14.  
 
IF YOU WANT TO SEE A SAMPLE LIBRARY PLAN, PLEASE EMAIL US FOR ONE.  IT 

WILL ALSO BE POSTED ON THE IMLS WEB SITE SHORTLY.  

 

USE IT AS AN EXAMPLE ONLY.  TAILOR THE FORMAT TO YOUR TRIBE’S LIBRARY 

SERVICES NEEDS AND PRIORITIES THAT YOU ANTICIPATE OVER THE NEXT 

THREE YEARS. 

 

 

Library Services Plan for 2012-2015 

 
The Library Services Plan for 2012-2015 replaces the Long-range Plan  

required with the Basic Grant application in previous years. 

 

 



 

  
Questions to consider: 

--What are you focusing on in each fiscal year? 

--Why is it important? 

--How will you carry out your plans successfully? 

--What results do you anticipate? 

  

SAMPLE PLAN 

  
Name of Tribe/Alaska Native Village/Village Corporation/Regional Corporation: ____________________ 

 
Funding Request: 

FY12: $6,000 Basic; $1,000 Education/Assessment Option 

FY13: $6,000 Basic; $1,000 Education/Assessment Option 

FY14: $6,000 Basic; $1,000 Education/Assessment Option 

  

 FY12: July 1, 2012-June 30, 2013 

  

FY12 Basic Grant funds: 

The focus for IMLS Basic Grant funds in FY12 will be to increase our collection of materials relating to our Tribe and neighboring Tribes in our region.  There are many requests 

from community members for this type of material, not only in book form, but also DVD, CD, and other electronic formats.  Teachers use them for classroom preparation; students 

consult them for school projects; and adults like to read them for self-directed learning and pleasure.  Our goal is to increase our collection by 100 titles in this area, chosen based 

on the librarian’s research of available resources and community requests. 

  

We always participate in the Summer Reading Program sponsored by the state library.  Our kids love it! Some Basic Grant funds will be used to hire a temporary staff person to 

coordinate the Summer Reading Program as well as to purchase books and materials for the activities we plan for the youth during the summer months. 

  

We also plan to join a regional consortium of libraries in order to have access to numerous databases that will help our community members with literacy skills, job searches, 

health and wellness issues, creative projects, and many other subjects of interest.  We keep a list of library users’ requests so that we can decide on the appropriate types of 

databases needed by our clientele. 

  

One other priority for FY12 is to purchase new laptops for our computer lab.  The current computers are 8 years old and no longer meet our community’s ever-increasing need for 

fast Internet access.  Internet fees will also be covered by the grant.  We anticipate that computer usage will jump by 70% as a result of the new laptops. 

•   

FY12 Education/Assessment Option funds: 

In FY12 we would like to send our tribal librarian to a national conference so that she can learn about other projects that serve Native communities.  Registration fees, travel, 

hotel, and per diem will be covered by the Option funds.  Any costs above the $1,000 will be covered by tribal funds.  We are thinking of sending her either to an ALA or ATALM 

conference this year, but haven’t decided which one yet.  The librarian will report back to the Library Board about what she learned that could improve our library services.  The 

Board will discuss future plans based on her report and a needs assessment that she will conduct in the first two months of the grant period. 

 

Continue with FY13 and FY14 in the same format……. 

LIBRARY SERVICES PLAN FOR 2012-2015 



At this point, you should have: 

4 files in PDF format and named: 

• Programinfo.pdf 

• Basicbudget.pdf 

• Optionbudget.pdf 

• Plan.pdf 



Second Q & A 

• Do you have any questions before we go to the last section, which will 

provide an overview of Grants.gov and a step-by-step guide on how to find 

the Basic Grant application package on www.grants.gov? 

 

• Questions? (Traci will moderate again) 

 

http://www.grants.gov/


Part 2: GRANTS.GOV OVERVIEW 

 ACCESSING THE BASIC GRANT APPLICATION PACKAGE IN GRANTS.GOV 

 

 
If you get stuck with the Grants.gov portion of the application, here is where you 

can get some help directly from Grants.gov (don’t ask us—we don’t know ): 

 

• 24/7 Help Desk for Grants.gov questions: 1-800-518-4726 (recommended) 

 

• Email support at support@grants.gov (usually slower and less tailored 

response to questions) 

 
• http://www.grants.gov/assets/Applicant-User-Guide_110711.pdf 

 

 

mailto:support@grants.gov


 

 

Getting a D-U-N-S® Number 

Read more about Getting a D-U-N-S® Number 

 

CCR Registration 

Read more about CCR Registration 

 

Grants.gov Registration 

Read more about Grants.gov Registration and Tips for Using Grants.gov 

 
 

Find out who the Grants.gov contact is at your Tribe and check to see that all of the Tribe’s 

registrations are current. 

 
 
 Tribal Libraries or other non-tribal entities that will be administering the Basic Grant do NOT 
register for Grants.gov for this grant program.   

The Tribe is responsible for these three processes that 

are necessary in order to submit through Grants.gov: 

http://www.imls.gov/applicants/getting_a_duns_number.aspx
http://www.imls.gov/applicants/getting_a_duns_number.aspx
http://www.imls.gov/applicants/getting_a_duns_number.aspx
http://www.imls.gov/applicants/getting_a_duns_number.aspx
http://www.imls.gov/applicants/getting_a_duns_number.aspx
http://www.imls.gov/applicants/getting_a_duns_number.aspx
http://www.imls.gov/applicants/getting_a_duns_number.aspx
http://www.imls.gov/applicants/ccr_registration.aspx
http://www.imls.gov/applicants/grantsgov_tips.aspx


The SF-424s form 
 
 

The SF-424s form is only available in the package that applicants 

 must download from Grants.gov. 

 

To find it, go to www.grants.gov 

 

http://www.grants.gov/
http://www.grants.gov/


VERY IMPORTANT—This is the main 
page of www.grants.gov  and is where 
you will find technical information and 
updates for the Grants.gov system 

To find the Basic Grant  
application, first click on  
“Apply for Grants” 

Check here a few days 
before you plan to 
submit to see if there is 
any scheduled 
maintenance that would 
affect your submission 
timeline. 

http://www.grants.gov/


Then click on Step 1   



Type in NAG-BASIC-FY12 and 

click on “Download Package” 



Software requirements 

are explained here 



The link to the SF-424s is here 
under #2.  



Page 1                                                                                                             

This screen is the cover page for the SF-424s 
form for the application package.  Read the 
instructions at the bottom of the page to 
complete this portion of the application. 

 

How do you get to the forms? 
 
1. Highlight “Application for Federal Domestic Assistance” to 
open the mandatory SF-424 form 

 
2. Click on arrow to move the form to the right box 
 
3.  Highlight “Application for Federal Domestic Assistance”  again 

 
3. Click “Open Form” below the blue box 

Note these tabs at the top of the 

form for saving, printing, checking 

errors, and submitting the 

application package. 



Where are the instructions on how to fill out the SF-424s? 

• They are on the IMLS web site at http://www.imls.gov/applicants/sf424s.aspx and are 

linked to from the Table of Application Components in the online guidelines.  

http://www.imls.gov/applicants/sf424s.aspx
http://www.imls.gov/applicants/sf424s.aspx


These are the first two of three pages of the SF-424s 

Page 1     Page 2 

Start Date: 7/1/12   End Date: 6/30/15 



IMPORTANT! 
There are two types of Authorized Representative to be aware of: 
 
1. A Tribal Authorized Representative who has the authority to apply for federal support and enter into 
legal agreements in the name of the Tribe (often it is the Chairperson or Finance Director, for example).  
Put the Tribal Authorized Representative’s name and contact information in the first four lines of this 
page. 
 
2. A Grants.gov Authorized Representative is a person who has registered with the Grants.gov system 
and has permission to submit applications electronically on behalf of the Tribe. This person may be the 
Chairperson, Finance Director, OR a grants officer and sometimes the librarian that has received 
permission and password information from the Tribal Grants.gov contact.   

 

This is page 3 of the SF-424s 

Checking the “I Agree” box 
indicates agreement with 
the Assurances and 
Certifications that are 
linked to within the Basic 
Grant web-based 

guidelines. 



BUT WAIT… 

Don’t hit the “Submit” button until you have attached the 

IMLS-required documents! 



Return to the cover page.  Bring 

the “Attachments” form over to the 

right, highlight it again, then click 

on “Open Form” 



This Attachments Form is used to attach 

the Program Information Sheet, Part A 

Budget, Part B Budget (if requested), and 

the Library Services Plan for 2012-2015. 

 

Click on “Add Attachment” to open 

browser. 

 

Find the forms and attach in this order 

with these titles: 

1. Programinfo.pdf 

2. Basicbudget.pdf 

3. Optionbudget.pdf (if requested) 

4. Plan.pdf 

 



 
Once all of the forms have been 
completed or attached and saved, a 
Grants.gov Authorized Representative 
will initiate the submission process from 
this page. 

NAG-BASIC-FY12 



You’re not done yet!  
 
 Not until the following series 
of e-mail notices have been 
received or an e-mail with an 
error message explaining why 
the application was not 
accepted by Grants.gov.   
 
The e-mail notices go ONLY to 
the Grants.gov Authorized 
Representative who 
submitted the application. 
 
Follow up with that person 
after the application has been 
submitted to be sure it was 
accepted and retrieved by the 
grantmaking agency! 



NOTIFICATION 1: Submission Receipt Email  

Within two business days after your application package has been received by the Grants.gov system, you will receive a 

submission receipt email which indicates that your submission has entered the Grants.gov system and is ready for 

validation.  

 

Example Submission Receipt Email  



NOTIFICATION 2: Submission Validation Receipt Email  

After you receive the submission receipt email, the next email you will receive will be a message 

validating or rejecting your submitted application package with errors. The Grants.gov system is 

designed to check for technical errors within the submitted application package. Grants.gov does not 

review application content for award determination.  

 

Example Submission Validation Receipt Email  



NOTIFICATION 3: Grantor Agency Retrieval Email  

Once your application package has passed validation it is delivered to the grantor for award determination and 

further approval. After the grantor has confirmed receipt of your application, you will be sent a third and final 

email from Grants.gov. The grantor may also assign your application package an agency specific tracking 

number for use within their internal system.  

 

Example Grantor Agency Retrieval Email  

If you haven’t received a “Verification of Receipt” email from IMLS 30 days after the deadline—contact us!!!  If you don’t 

get an email, that means your application did not reach the program staff and you need to alert us that there is a problem. 



For Basic Grant Program Information, contact: 
 

Alison Freese 
Senior Program Officer 
Native American/Native Hawaiian Library Services 
Phone: 202-653-4665; Fax: 202-653-4601 
afreese@imls.gov 
 
 
 

Traci Rucker 
Library Program Specialist for the Basic Grant Program 
Office of Discretionary Programs 
Phone: 202-653-4689, Fax: 202-653-4601 
trucker@imls.gov 

 
 

Institute of Museum and Library Services 
1800 M Street NW, 9th Floor,  
Washington, DC 20036-5802 

 
  

Thank you! 


